jessica gatto
Glen allen, VIRGINIA    ▪ (804) 909-2737 ▪    jessica.gatto82@gmail.com
[bookmark: _Hlk65830432][bookmark: OLE_LINK1]CAREER PROFILE
Dedicated and detail-oriented professional with extensive experience in customer service, administrative support, quality assurance, and team collaboration. Recognized for strong organizational skills, excellent communication, and the ability to manage multiple priorities in fast-paced environments. Proven ability to build positive relationships, maintain accurate records, solve problems efficiently, and contribute to overall operational success. Dependable, adaptable, and committed to delivering high-quality work while supporting organizational goals.

CORE SKILLS
· Data Entry & Documentation 		
· Quality Assurance	
	
· Customer Service 
		
· Administrative Support

· Event Coordination 			

· Client Relations			

· Strong Communication Skills		


· Team Collaboration

· Training & Onboarding 		

· Records Management

· Calendar Management 			
· Problem Solving

· Time Management 			

· Organization and Detailed Oriented


TECHNICAL SKILLS

 Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
 Salesforce CRM
 Microsoft Teams
 Zoom
 Google Workspace
 Data Entry & Database Management
 CRM & Customer Information Systems
 Records Management & Documentation
 Calendar Management
 Email/Virtual Communication Platforms

TECHNICAL SKILLS


Bryant & Stratton College, North Chesterfield, VA
Associate of Applied Science Degree, Hospitality Management
	RELATED COURSEWORK:
	● Business Principles				● Marketing Principles		
● Hospitality Management 			● Technology in the Hospitality Industry
● Leading Hospitality Services Management	● Ethical Hospitality Management
● Convention and Event Management	● Research & Writing for the Workplace	


PROFESSIONAL EXPERIENCE
Data Entry Administrator & Quality Assurance Coordinator, MAP Communications Chesapeake, VA, June 2011 – October 2025
Processed high-volume client information with exceptional accuracy while consistently meeting daily production deadlines.
Maintained and updated customer records, service requests, and account documentation to ensure data integrity and efficient operations.
Monitored inbound and outbound calls to evaluate compliance with quality assurance standards and customer service expectations.
Delivered constructive coaching and performance feedback to enhance communication skills, call handling, and overall service quality.
Assisted with onboarding and training new employees on company policies, procedures, systems, and customer service best practices.
Partnered with supervisors and cross-functional teams to improve workflows, increase operational efficiency, and support daily business objectives.
Resolved customer inquiries and concerns professionally, building positive client relationships and contributing to high customer satisfaction.
Handled high-volume inbound calls as a communications operator, accurately processing messages and dispatching after-hours emergency calls according to client protocols.
Coordinated emergency call notifications by promptly contacting designated on-call personnel, ensuring timely response to urgent service requests.
Coordinated employee appreciation events, team luncheons, and holiday celebrations to foster employee engagement, collaboration, and a positive workplace culture.



INTERNSHIP EXPERIENCE
Event Planner (Internship) 3030 The Venue Dates, Glen Allen, VA (January 2025 – March 2025)
Assisted with venue operations and client experience improvements by providing recommendations for website and customer journey enhancements, with selected ideas implemented 
Conducted tours for prospective clients, presenting venue features and supporting the booking process 
Supported venue readiness by assisting with event setup and organizing inventory to ensure efficient operations 
Researched and secured local vendors, including sourcing a print shop for time-sensitive project needs 
Contributed to the planning and coordination of networking events, offering ideas to increase engagement and attendance 
Completed administrative tasks requiring research, organization, and attention to detail 
Developed and delivered a slideshow presentation outlining recommendations and project insights

